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SHORTHAND AND TYPING TEST FOR CANDIDATES SHORTLISTED
FOR CONSIDERATION FOR THE POST OF JUNIOR STENOGRAPHER

29 JUNE 2021

The Merit List of Candidates appeared in the Screening Test for the Post of Junior
Stenographer was declared and posted on the Website of the Institute on 12-3-2021. Now the
Stenography & Typing Test for the Post of Junior Stenographer(English) will be held on 29 June 2021
(Tuesday) at 10 AM in the Institute. List of the Shortlisted Candidates called for Stenography & Typing
Tests is given below. The Criteria & Instructions for the Tests is also given hereunder. Candidates should
read it carefully.

Candidates should report in the Institute at 9 AM on 29 June 2021 (Tuesday) with the
following Original Documents:

1. Call Letter issued for the Screening Test
2. Call Letter issued for the Shorthand and Typing Test
3. Photo Identify Card (Aadhar Card, Driving Licence, Voter ID etc.)
4., Photocopy of the Photo Identify Card \y
JOINT DIRECTOR(ADMN.)
15-6-2021
LIST OF ATES CALLED FOR RTHAND TYPIN T
S1.No. MSHIE Roll No. Name of the Candidate Ma Ol_)tamed T
No. Screening Test
1 1 40007 | Anuradha Sharma D/o Ramesh Chand Sharma 67.5
2 2 40017 | Gagan Kumar S/o Ish Kumar 64
3 3 40036 | Rahul Gehlot S/o0 Arjun Singh Gehlot 63
4 4 40009 | Anurag Maharshi S/o Gopi Sharma 58
5 5 40050 | Virendra Singh Rajawat S/o GopalSingh Rajawat 51

Important Instructions for Stenography Test

1. The exam will be held by observing all instructions/guidelines related to Covid-19.

2. Candidates will be given one dictation for 10 minutes in English for Shorthand at the speed of 80
w.p.m. for the Post of Junior Stenographer.

3 Candidates will be given 50 Minutes for transcription the dictation on Computer.

4. The NIA will provide the Computer and Shorthand Notebook for the test no candidates will be
allowed to bring his own key board.

5! Candidates are required to report to the Supervisor at the reporting time indicated on their Call
Letter.

6.  Candidates are required to bring original copy of the Call Letter at the time of test, failing which;
they may not be admitted to the test.
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The candidates will be required to take their seat ten minutes before commencement of the
Stenography Test. If the computer goes out of order during transcription, the candidate should not
shout or disturb others, but should remain seated quietly and inform the Invigilator.

Candidates shall be given one trial passage of one minute’s duration which need not be transcribed.
Thereafter, the actual passage shall be dictated. As soon as it is over, the candidates shall read their
shorthand notes silently for ten minutes. The time for the commencement of the transcription will
be announced by the Invigilator/Venue Supervisor as soon as the reading time is over. Thereafter,
they will have to complete their transcription including comparison, correction etc. within the
stipulated time. The candidate 'shall have to transcribe the shorthand notes in DOUBLE SPACE.

Candidates should not tear any sheet given to them. When the printout of the transcript typed by
him/her is given to him/her, he/she must write his roll no. and name on each page, sign and
handover the same to the invigilator” along with the Shorthand Note book.

Candidates should not take either script or any blank typing paper out of the Examination Hall.

Every candidate will be supplied attendance Sheet with his/her Roll number. He/she will be
required to sign before the beginning of the Test and also end of the Test at the bottom pages of the
Shorthand Note Book.

Candidates shall not be permitted to leave the Examination Hall until the expiry of the Test.

On completion of the test, they shall remain seated at their desks and wait until their scripts are
collected and accounted for. They must not type, write or erase after the expiry of the allotted time.

The Shorthand Test is qualifying in nature. In case candidate fails to acquire the prescribed
speed of 80 w.p.m. in Shorthand he will not be considered for selection for the Post of Junior
Stenographer.
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Candidates are required to report for the Test at the Reporting Time indicated on their
Call/Permission Letter.

Every candidate has to sign the Attendance Sheet for the Test.

The English Typing Speed Test will be conducted on Computer only. Computer will be provided
by NIA at the venue of the Test. The Test will be in MS Word Format.

Candidates should create Word File on the Desktop of the Computer provided. The Word File
created by the Candidate for the Test should be saved carefully with File Name by his
Roll No. (For Example : 001)

Candidates can opt Times New Roman Font for English Typing.

Before starting the Typing Test, Candidates should Type their Name and Roll Number on
Top of the Page.

After completing the Typing Test, Print-out of the Typed matter will be taken out and the
Candidate will sign at the end of each Page.

Candidates will be given time for a Trial Test before the Actual Typing Test.
Candidates must start Typing from the beginning of the Paper provided.

The duration of the Typing Test will be 10 Minutes only. It will consist of one Paper of running
matter.



L
11778

13.

14.

15.

16.

17.
18.

A Bell will ring for starting and stopping the Typing Test.

The prescribed Typing Speed is 30 Words Per Minute in English corresponding to 9000 KDPH
respectively, on an average of 5 key depressions for each word on Computer.

The Shorthand Test and Typing Test will be for qualifying in nature and no weightage will
be given while preparing the final merit list. Those candidates qualifying both the Tests
viz. Shorthand Test with the speed of 80 w.p.m. in English and Typing test with the speed of
30 w.p.m. in English will be taken into the zone of consideration.

Candidates must return the Paper along with their Transcripts to the Invigilator after the Type
Test is over. Candidates are not allowed to take the Paper or Transcript out of the Examination
Hall. They should not tear any sheet given to them.

If a candidate does not qualify the minimum required Typing Speed, he will be considered
unsuccessful in Typing Test and he will not be considered further for the Post of Junior
Stenographer.

Candidates will not be permitted to leave the Examination Hall until expiry of the Time allotted
for the Test.

Candidates must observe silence in the Examination Hall.

Candidates must abide by any further instructions that may be given to them orally by the Staff
conducting the Test. If any candidate fails to do so or indulges in disorderly or improper
manner/conduct, he will render himself liable to expulsion from the Test.
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